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Course Introduction 
 

Through discussion, demonstration, and hands-on computer lab 

work, the goal of this guide is to establish a working understanding of 

the concepts associated with external training requests, also referred 

to in SATERN as SF-182 Requests. The lessons in this guide 

discuss creating an external request; and submitting, verifying, 

editing, and generating external training request reports. You will gain 

basic skills in how to use external training request using step-by-step, 

hands-on lab exercises. 

OBJECTIVES 

Upon completion of this course, you will be able to: 

 Describe the external training request process 

 Create and submit a new external training request 

 Verify and approve external training request 

 Run external training request reports 

TARGET AUDIENCE 

This training is intended for SATERN administrators responsible 

for: 

 Assisting learners and supervisors with completing external 

training request 
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USING THIS GUIDE 

This classroom guide is designed to be used in conjunction with an 

instructor. The guide provides general information that will be 

elaborated upon by the instructor. For additional information, refer 

to the online help. 

Throughout the guide, you encounter icons that call out various 

types of information. The following table illustrates how this guide 

uses icons to indicate different types of comments, activities, labs, 

etc. that support the text. 

Icon Definition 

 

Activity: Indicates an activity for you to complete that helps 
reinforce the information you just learned. 

 

Note or Tip: Indicates additional information that is related to the 
information presented. It also provides helpful hints and tips or other 
guidance that further explains the information it accompanies.  

 

Lab: Indicates a hands-on computer lab. Follow the step-by-step 
process outlined to perform specific tasks in the system. 

 

Warning: Warns against particular actions, or that a particular 
condition might indicate a problem. 

ADDITIONAL RESOURCES 

There are a number of additional resources that can provide you 

more information about the SATERN system. There may be 

specific guidelines for your Center. If there is any question go your 

Center SAL. 

These resources include: 

 Online SATERN system help 

 Task-specific job aids 
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 The five-step external training process:  

 https://saterninfo.nasa.gov/documents/57927-

SATERN%20External%20Training%20Guide%20FINAL%20

1-05-10.pdf  

 External training requests for users and supervisors: 

 https://saterninfo.nasa.gov/documents/SATERN_UPDATE/S

ATERN%20External%20Training%20for%20Users%20and

%20Supervisors%2010_27_09%20FINAL.pdf  

 

 

https://saterninfo.nasa.gov/documents/57927-SATERN%20External%20Training%20Guide%20FINAL%201-05-10.pdf
https://saterninfo.nasa.gov/documents/57927-SATERN%20External%20Training%20Guide%20FINAL%201-05-10.pdf
https://saterninfo.nasa.gov/documents/57927-SATERN%20External%20Training%20Guide%20FINAL%201-05-10.pdf
https://saterninfo.nasa.gov/documents/SATERN_UPDATE/SATERN%20External%20Training%20for%20Users%20and%20Supervisors%2010_27_09%20FINAL.pdf
https://saterninfo.nasa.gov/documents/SATERN_UPDATE/SATERN%20External%20Training%20for%20Users%20and%20Supervisors%2010_27_09%20FINAL.pdf
https://saterninfo.nasa.gov/documents/SATERN_UPDATE/SATERN%20External%20Training%20for%20Users%20and%20Supervisors%2010_27_09%20FINAL.pdf
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Notes 
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Lesson 1: 
External Training Request Process 

 

The goal of this lesson is to establish a general understanding of 

the external training request process in SATERN. 

OBJECTIVES 

Upon completion of this lesson, you will be able to: 

 Define the external training request process 

 Describe the process flow for external training requests 

EXTERNAL TRAINING REQUESTS  

The external training request process is a multi-step process that 

creates a record of external training in the learner’s Learning History. 

Learners fill out the External Training Request form (SF-182) when 

they want training that takes place outside of SATERN. The training 

could be, for example, a seminar or a workshop organized by a 

professional society. After it is submitted, the request is routed to the 

training approval process, and then is approved or denied by the 

learners’ admin or supervisor. 

The external training request enables administrators to: 

 Establish a submission process for external training request 

 Establish a verification process for external training request 

 Create a new request for a learner 

 Edit a request 

 Run the external training request reports 
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The external training request enables learners to: 

 Request external training through SATERN 

 Initiate the verification process upon return from the training 

 Track the status of their request/verification 

A learner (or an admin) initiates the process by completing the 

External Training Request form (SF-182) (Figure 1) and submitting 

it to request training. The submission and verification processes 

require learners to obtain the necessary approvals before attending 

external training and to verify their attendance after the training has 

taken place. 

 

 



 

External Training Requests (SF-182)  Page 7 

SATERN 
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Figure 1. External Training Request Standard Form 182 (SF-182) 
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PROCESS FLOW FOR EXTERNAL TRAINING REQUESTS 

Figure 2 illustrates the process flow for handling external training 

requests in SATERN.  

 

Figure 2. Standard Process Flow for External Training Requests 
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CONCLUSION 

In this lesson, you learned how to define the external training 

request process in SATERN. 

You should now be able to: 

 Define the external training request process 

 Describe the process flow for external training requests 
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LESSON CHECK 

Use what you learned in this lesson to answer the following 

questions. 

 

1. True or false: 

Only a learner (and not an admin) can create a new external 

training request. 

 

 

2. True or false: 

The external training request must be verified and approved 

before a record is written into the learner’s Learning History. 
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Notes 
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Lesson 2: 
Requesting External Training 

 

The goal of this lesson is to teach you how to request external 

training using the external training request process. 

OBJECTIVES 

Upon completion of this lesson, you will be able to: 

 Create a new request as a learner (or admin) 

 View an existing request as a learner (or admin) 

 Edit an existing request as an admin 

CREATING/VIEWING EXTERNAL TRAINING REQUEST AS A 

LEARNER 

From the SATERN application, learners can request to attend one 

or more learning opportunities (courses, seminars, conferences) 

that take place outside of the organization. When completing 

external training requests for conferences refer to the Rules and 

Process guide. The external training request form is used for this 

purpose.  

To create an external training request as a learner: 

1. Employee must first verify his/her supervisor. On the learner 

side of SATERN, navigate to Personal > Profile> Employee 

Information section. If the supervisor is incorrect, update before 

completing an external training request. 
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2. Navigate to Learning > External Training Requests in the top 

menu. 

The Request, Authorization, Agreement & Certification of 

Training screen displays (Figure 3). 

 

Figure 3. Request, Authorization, Agreement & Certification of Training 
Screen 

 

3. Click New External Request. 

The Request, Authorization, Agreement & Certification of 

Training screen displays the request form (Figure 4). 

 

Figure 4. Learner Interface: External Training Request (SF-182 Form) 

 

4. Fill in the required fields (marked with a red *) and any other 

appropriate information. 
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5. Completing the Comments Box: The 182 Form does not have 

boxes for the User Comments or the Training Office Comments.  

It was recommended that Box C6 on the SF-182 label be 

changed to “User Comments/Training Office Comments/Billing 

Instructions” thus creating a multi-use comments box in 5.8. 

NASA Business Rule 

Learners, SATERN Administrators, NSSC Approvers should 

place their comments in Box C6 User Comments/Training 

Office/Comments/Billing Instructions on the SF-182 form. The 

newest comments should be placed at the top of the comments 

box under a header prior to the next section.  Headers should 

be all caps and dated as follows:   USER COMMENTS 

xx/xx/xxxx TRAINING OFFICE COMMENTS xx/xx/xxxx, 

BILLING INSTRUCTIONS xx/xx/xxxx. 

6. Click Submit. 

The Approval Submission screen displays (Figure 5). 

 

Figure 5. Learner Interface: Approval Submission 

 

7. View the NASA’s 4-step approval process: Initial Approval, 

Training Coordinator, Training Office, NSSC Procurement. 

8. Optional: Click the Show All link to view the name of the 

supervisor assigned to approve the request. 

9. Click Submit. 
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10. Review the confirmation message (Figure 6). 

 

 

Figure 6. Confirmation Screen 

VIEWING THE EXTERNAL TRAINING REQUEST  

Learners must navigate to Learning > External Training 

Requests from the top menu to view the requests they made, and 

see the following request information: 

 Request ID 

 Title of the request 

 Status of the request 

 Pending approval actions 

 Action buttons 

To view and print the external training request: 

1. Log in to the SATERN learner interface. 

2. Navigate to Learning > External Training Requests from the 

top menu. 

3. On the Request, Authorization, Agreement & Certification of 

Training screen, click the buttons in the Action column to copy 

the request or withdraw the request (Figure 7). 
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Figure 7. Learner Interface: View External Training Request 

 

4. Click the link under the Request ID column to view additional 

details of a submitted request on the External Learning Request 

Details screen. 

 

5. Click Printable Version to open this form in a printable format 

in a separate browser window (Figure 8). 

 

 

Figure 8. Learner Interface: External Learning Request Details Screen 
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6. In the separate browser window, click Print this request at the 

upper-left corner to print this request (Figure 9). 

 

Figure 9. Learner Interface: Printable View of External Training Request 
Form 

 

7. Close the window to return to the External Learning Request 

Details screen.  

8. Click the Back link (Figure 10) to return to your list of external 

training request. 

 

Figure 10. Learner Interface: External Learning Request Details Screen 

CREATING/VIEWING EXTERNAL TRAINING REQUEST AS AN 

ADMIN 

A SATERN admin can create a new request on behalf of a learner. 

Typically, this is not necessary since learners complete exactly the 

same form on the learner side as admins can create on the admin 

side. 
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Creating a Single External Request 

Scenario: The learner is out of the office without access to 

SATERN. An admin can create and submit a new external training 

request for the learner. The submitted request then initiates the 

approval process. 

To create a single request: 

1. Search for the learner to submit a request. 

2. Access the learner record in edit mode. 

3. Select the SF-182 Requests tab. 

4. Click New External Request (Figure 11). 

 

Figure 11. Learner Record > SF-182 Requests Tab > New External Request 
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The new external training request screen opens in a separate 

browser window (Figure 12). 

 

Figure 12. New External Training Request Form for Learner 

 

5. Enter all required information and any other additional 

information as appropriate. 

6. Scroll to the bottom of the screen. 

 

7. Click Submit to submit the request for the learner. 

The Approval Submission screen displays (Figure 13). 

 

Figure 13. Admin Interface: Approval Submission for the Learner 

 

8. Click Submit. 
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The request window closes and you are returned to the SF-182 

Requests tab of the learner record (Figure 14).  

 

Figure 14. SF-182 Requests Tab: Learner Record 

Creating a Request for Multiple Learners 

Scenario: Let’s say that a manager has made arrangements for a 

group of learners to attend a course. It would be efficient for you to 

create one request, and then copy the request for the other 

learners. 

You can create the request and submit it for the first learner. At the 

same time, you can copy the request for other employees. The 

copied form retains details about the event from the first learner, 

and picks up details specific to the second learner. 

To create requests for multiple learners: 

1. Search for and access in edit mode the learner record for the 

first learner. 

2. Select the SF-182 Requests tab. 
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3. Click New External Request and generate a training request. 

4. Enter all required information and any other additional 

information as appropriate. 

5. Scroll to the bottom of the screen. 

6. Before submitting the request, check the Save Data for Another 

Request checkbox at the bottom of the screen (Figure 15). 

 

Figure 15. Checkbox to Create Multiple Requests 

7. Continue the submission process for Learner 1 by clicking 

Submit. 

You are returned to the request screen where Learner 1 details 

still populate the form. 

8. Scroll to the bottom of the screen and click Select Learner to 

display the Search Learner screen. 

9. Search for and select Learner 2. 

You are returned to the request screen where Learner 2 details 

populate the form. 

10. Repeat as needed – unchecking the Save Data for Another 

Request checkbox before submitting the request for the last 

learner. 
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Lab 1. Create Training Requests for Two Learners 

Scenario: A supervisor has made arrangements for two employees to attend the 

same training event. The supervisor has asked you to create the requests for 

both learners. 

Locate two learners with the same supervisor. Record their learner IDs below. Select 

a future date that will not result in a conflict for each learner to attend this event.  

Learner A ___________________________________________  

Learner B ___________________________________________ 

Step 

1. Navigate to the SF-182 Requests tab for the learner record of Learner A. 

2. Click New External Request. 

3. Enter the appropriate information to complete the form. 

Note: Be sure to enter all the required fields (marked with *) for the learner. (Training 
Office Use) highlighted in blue text are completed by the Training Office.  

4. Check the Save Data for Another Request checkbox. 

5. Click Submit. 

6. View the approval process. Click Submit again. 

7. You are returned to the external request screen. Scroll to the bottom of the 

screen and click Select Learner. 

8. Search for and select Learner B. You will return to the request screen 

where Learner B details populate the form. 

9. Uncheck the Save Data for Another Request checkbox and submit the 

request for Learner B. 

10. After submitting the form, notice that you are now in the learner record for 

Learner B. 
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UPDATING AN EXISTING REQUEST AS AN ADMIN 

Depending on what part of the process an external training request 

is in, the admin may have the ability to edit the approval for the 

request, edit the request, withdraw the request, view the request, or 

edit custom columns. On the SF-182 Requests tab of a learner 

record, the Action column displays the possible choices for each 

request (Figure 16). 

 

Figure 16. Admin Update Action Options 

Prior to Submission Approval 

If the external training request is awaiting approval during the 

submission part of the process, the admin may: 

 Click Edit Approval to either approve or deny the request 

 Click Edit Request to make changes to the form 
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 Click Withdraw the Request to remove the request 

 Click Edit Custom Columns to populate additional information 

To edit the learner approval: 

1. Click Edit Approval in the Action column. 

The Edit Learner Approvals screen displays (Figure 17). 

 

Figure 17. Edit Learner Approvals Screen 

 

2. Click the Approve or Deny radio button as appropriate to 

approve or deny the request. 
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Note: If you click the Approve All link, you will select all levels for approval. Use 
this option cautiously! 

Figure 18 illustrates the approval screen after the admin has 

selected the radio button to approve just the first step. Notice that a 

clear audit trail is possible by carefully entering an explanation in 

the Comments field.  

Often learners are not receiving approval for scheduled offerings 

and/or external training in a timely manner due to the unavailability 

of supervisors to approve the training. 

NASA Business Rule 

If a learner’s supervisor is unavailable to approve the scheduled 

offering and/or external training request in a timely manner, the 

Center Level 1 Administrator can approve the training with a written 

authorization (e-mail) from the learner’s supervisor to approve the 

training for the learner. 

The administrator should use the comments field to include 

remarks that reflect that the approval was made by the Level 1 

Administrator on behalf of the supervisor. Administrators should not 

“super-approve” the Training Office step, because training codes 

cannot be entered. 
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Figure 18. Learner Record > Edit Approval Screen 

Note: The screen capture is a representation of approver names. The SATERN 
screen will display all approver names for each step. 

3. Click Apply Changes to save the updated request. 

Figure 19 shows a screen after a SATERN admin has approved the 

request on behalf of the first approver in the process. 

 

Figure 19. Approval Screen with First Step Approved 
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To edit the request: 

1. Click the Edit Request link to open the form in a separate 

browser window. 

2. Make changes to the external training request form as 

appropriate. 

3. Click Apply Changes at the bottom of the screen to return to 

the SF-182 Requests tab of the learner record. 

 

Withdrawing a Training Request Before Final Approval 

Any time before final approval, the learner or administrator can 

withdraw the training request. This action does not remove the 

external training request from the learner record. The request 

status is Withdrawn and the learner can re-submit the request at a 

later time. If the learner re-submits the request, the system 

associates a new tracking ID. 

Withdrawing a request in SATERN does not cancel the event with 

the vendor, so the learner should notify the Training Office about 

the change of plans. 

When a learner or administrator withdraws the request: 

 No notification is sent 

 The request leaves the current approver’s queue  

 The learner can click the Resubmit button to create a new, 

editable copy of the request, beginning at step 1 of the approval 

process 
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The external training request form does not have an automatic 

notification capability to send a notice to the user, supervisor or 

training office when a SATERN Administrator withdraws a user’s 

SF-182 request. 

NASA Business Rule 

The administrator who withdraws the user should send a note to 

the user, the supervisor, and the training coordinator advising them 

of the action and the reason. 

After Submission Approval but Prior to Verification Start 

If the external training request has been approved but the verification 

part of the process has not yet been started, the admin may click 

View Request to view the form in a separate browser window 

(Figure 20). Click Back to SF-182 Requests to return to the SF-182 

Requests tab of the learner record. 

 

Figure 20. View Request 
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Editing an Approved Request 

The NSSC has a workflow that allows them to edit a request after 

final approval. They are the only administrators who will see a link 

for Edit SF-182 Request after the request has been approved 

and/or verified (Figure 21).  

 

Figure 21. Link to Edit SF-182 Request after Final Approval 
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CONCLUSION 

In this lesson, you learned how to create a new external training 

request and view an existing one as either an admin or a learner. 

You should now be able to: 

 Create a new request as a learner (or admin) 

 View an existing request as a learner (or admin) 

 Edit an existing request as an admin 
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LESSON CHECK 

Use what you learned in this lesson to answer the following 

questions. 

 

1. True or false: 

All of the fields must be filled in before the request form may be 

submitted. 

 

 

2. True or false: 

To print the form, the learner or admin should click the 

Printable Version link. 

 

 

3. True or false: 

When editing an external training request, an admin usually has 

the option to approve the request. 
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Lesson 3: 
Submitting and Verifying the 

External Training Request 
 

The goal of this lesson is to provide the steps necessary to teach 

you how to submit and verify external training request in SATERN. 

OBJECTIVES 

Upon completion of this lesson, you will be able to: 

 Submit an external training request 

 Verify an external training request 

 Approve an external training request 

 Describe several scenarios for processing requests when there 

is a change to the learner’s plans 

SUBMITTING AN EXTERNAL TRAINING REQUEST 

Once a learner submits an external training request, the external 

training request Submission Process is initiated. The person or 

persons who have approver rights must log in to the SATERN 

learner interface and approve or deny the request. 

To approve a request: 

1. Log in to the SATERN learner interface. 
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2. Navigate to Personal > Approvals, or click You have Learner 

training approvals in the Alerts section of the Home page 

(Figure 22). 

 

 

Figure 22. Home Page 

 

3. Locate the tracking ID on the approvals list. 

4. Select the linked tracking ID to open the request details, if 

needed (Figure 23). 

 

Figure 23. View of Request Details and Approvals List 
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5. On the Pending Reviews and Approvals screen, locate the 

request to approve and click the Approve radio button 

(Figure 24). 

 

 

Figure 24. Learner Interface: Personal > Approvals 

 

6. Click Next. 

7. Enter an approval reason, if necessary. 

8. Click Next. 

9. Review the displayed information. 

10. Click Confirm to complete the process (Figure 25). 

 

Figure 25. Request Approved 

 

Note: Click Start Over... to return to the Pending Reviews and Approvals screen. 
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For approved requests: 

 If there is another approver at the same level as this approver, 

the approval leaves his/her queue. 

 If there is another step required in the approval process, an 

e-mail is sent to the next approver in the process and to the 

learner informing them of the progress on the request. 

 If this is the final step in the approval process, a notification is 

sent to the learner indicating that his/her request has received 

final approval. 

 The learner’s request status indicates they are Pending 

Verification (Figure 26). 

 

 

Figure 26. Pending Verification 

 

For denied requests: 

 The learner receives an email notification that includes the 

reason that the request was denied. 

 No other notifications are sent. 

 The request remains in the learner record and can be re-

submitted at a later time, creating a copy of the form with a new 

tracking ID. 
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VERIFYING AN EXTERNAL TRAINING REQUEST 

Once a learner has completed an external training request and the 

end date on the request has passed, the learner can submit 

verification of his/her attendance for approval.  

The process flow for verifications includes: 

1. Learner receives Verification Reminder notification after end 

date of training has passed. 

2. Learner completes verification form and submits for approval. If 

this is an academic course, the learner must also provide a 

grade to the training office. 

3. Verification follows one-step approval process and goes to 

NSSC for SATERN. 

4. Upon approval of the verification, the event is recorded in the 

learner’s Learning History. 

5. Events that are completed as attended will send a data 

feed/trigger to Metrics that Matter (MTM) to send the follow-up 

survey. 

To request verification: 

1. Navigate to Learning > External Training Requests (Figure 27). 

 

 

Figure 27. External Training Request Listed 

 

2. Click Verify. 
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The Request, Authorization, Agreement & Certification of 

Training Verification screen displays (Figure 28). 
 

 

Figure 28. Learner Interface: Verification of External Training Request 

 

3. Fill in the appropriate fields. 

4. Click Submit. 

The Approval Submission screen displays (Figure 29). 

 

Figure 29. Learner Interface: Approval Submission Screen 

 

 

5. Review the approval process. 

6. Click Submit. 
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The verification screen displays (Figure 30). 

 

Figure 30. Learner Interface: Verification 

 

 

7. Review the verification message. 

8. Navigate to Learning > External Training Requests from the 

top menu. 

9. Note the status of the external training request for which the 

verification was submitted (Figure 31). 

 

 

Figure 31. Learner Interface: External Training Request Status 

APPROVING THE VERIFICATION REQUEST 

Once the learner has submitted the verification request, the 

Verification Approval Process is initiated. The person or persons 

who have approver rights must log in to the SATERN learner 

interface and approve or deny the verification request. 

For NSSC administrators to approve the verification: 

1. Learner submits verification, including any relevant paperwork. 

2. NSSC approver(s) receive notification that request is awaiting 

approval. 
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3. NSSC follows business rules to confirm attendance and final 

grade, if applicable. 

4. NSSC admin logs in to learner side or admin side and approves 

or denies the request. 

To approve an External Training Request Verification Request: 

1. Log in to the SATERN learner interface. 

2. Navigate to Personal > Approvals, or click You have Learner 

training approvals in the Alerts section of the Home page 

(Figure 32). 

 

 

Figure 32. Home Page 

 

3. On the Pending Reviews and Approvals screen, locate the 

request to approve and click the Approve radio button 

(Figure 33). 

 

 

Figure 33. Pending Reviews and Approvals Screen 

 

4. Click Next. 
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5. Enter an approval reason, if necessary. 

6. Click Next. 

7. Review the information displayed. 

8. Click Confirm to complete the process (Figure 34). 

 

Figure 34. Request Approved 

Note: Click Start Over... to return to the Pending Reviews and Approvals 
screen. 

 

Once the Verification Approval Process has been successfully 

completed, a Learning History record is created for the learner. The 

Learning History record is captured as an external event (Figure 35). 

 

Figure 35. Learning History 

Notice that the learner cannot print a certificate of completion based 

on external learning. NASA expects the training vendor to provide 

the certificate. 

If the verification is denied, no learning history is entered for this 

event. The request continues to be associated with the learner 

record and can be re-submitted at a future date. 
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VERIFYING AN EXTERNAL REQUEST FOR A LEARNER 

A SATERN admin can verify attendance on behalf of a learner. 

Typically, this is not necessary since learners complete exactly the 

same verification form on the learner side as you complete on the 

admin side. 

Submitting a Verification for Approval 

Scenario: The learner is out of the office without access to 

SATERN. An admin can verify the learner’s attendance at an event 

and submit the verification for approval. 

To verify a learner’s attendance at an event: 

1. Access the learner record in edit mode. 

2. Select the SF-182 Requests tab and locate the event. 

3. Click the Verify link next to the request (Figure 36). 

 

 

Figure 36. Learner Record > SF-182 Request > Verify Link 
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4. Complete the fields in the verification form (Figure 37) and click 

Submit. 

 

Figure 37. Verification Form 

The verification will be submitted for approval. 

OTHER SCENARIOS 

What happens if the learner did not attend the event or complete 

the training? 

A learner can verify the event as “Not Completed”. This event will 

not be entered into learning history. The request will remain on the 

learner record as verified, but not completed.  

Administrators can run a tuition report specifically on the status 

“Verified as not completed” (see Appendix). 
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CONCLUSION 

In this lesson, you learned how to describe the submission, 

verification, and approval processes for external training request. 

You should now be able to: 

 Submit an external training request 

 Verify an external training request 

 Approve an external training request 

 Describe several scenarios for processing requests when there 

is a change to the learner’s plans 
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LESSON CHECK 

Use what you learned in this lesson to answer the following 

questions. 

 

1. True or false: 

The learner’s supervisor is always the first learner to approve 

(or deny) a submitted external training request. 

 

 

2. True or false: 

SATERN uses a four-step approval process for the approval of 

verifications submitted by learners. 

 

 

 



 

External Training Requests (SF-182)  Page 46 

SATERN 

Notes 
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Course Summary 
 

External training request allow employees to request training that is 

not in SATERN, such as attending a conference or taking a course 

at a university. The external training request process enables 

administrators and/or supervisors to create, verify, and submit 

external learning events for employees. Administrators are able to 

edit external training requests and run reports on the request 

status. 

You should now be able to: 

 Describe the external training request 

 Create and submit a new external training request 

 Verify and approve external training request 

 Run external training request reports 
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Notes 
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Appendix: 
Running External Training Request 

Reports 
 

There are three SATERN administration reports related to external 

training request: 

 External Request Data Report 

 External Request Tuition Report 

 Approvals Status Report 

 For additional NASA custom reports - Refer to SATERN Info 

Site > SATERN Standard and Custom Reports  

 https://saterninfo.nasa.gov/documents/SATERN_UPDATE/ 

SATERN%20Reports%2012_09_2009.xls  

EXTERNAL REQUEST DATA REPORT 

The External Request Data report provides data on external 

training requests that learners have requested. It allows filtering by 

learner and date range. Administrators can also select which data 

to include in the report, such as: 

 Personal data 

 Vendor data 

 Financial data 

To generate the External Request Data report: 

1. Log in to the SATERN admin interface. 
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2. Navigate to Reports in the top menu frame. 

3. Search for and locate External Request Data (Figure 38). 

 

Figure 38. Generating the External Request Data Report 

 

4. Click the External Request Data report title. 

The Run External Request Data screen displays (Figure 39). 

 

Figure 39. Run External Request Data Screen 
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5. Edit the report title, header, and footer as appropriate. 

6. Select the report destination and report format. 

7. Select the learner(s). 

8. Enter a date range. 

9. Check the desired checkboxes for the information to include in 

the report. 

10. Click Run Report to display the report in a separate browser 

window (Figure 40). 

Note: You can also schedule this job to run during off-peak hours by clicking 
Schedule Job. 

 

Figure 40. External Request Data Report 

EXTERNAL REQUEST TUITION REPORT 

The External Request Tuition report provides data entered onto the 

form in the Tuition field (field C.1.a on the external training request 

form). This report allows you to display the amount of money spent 

on tuition during a given date range. There are several filtering 

options for this report. 
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To generate the External Request Tuition report: 

1. Log in to the SATERN admin interface. 

2. Navigate to Reports in the top menu frame (Figure 41). 

 

Figure 41. Generating the External Request Tuition Report 

 

3. Search for and locate External Request Tuition report. 

Note: Use the search checkboxes on the left to narrow the list of reports 
listed on the Reports tab at the right. 

4. Locate the External Request Tuition report from the Reports list 

(Figure 42). 

 

Figure 42. Generating the External Request Tuition Report 
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5. Click the External Request Tuition report title. 

The Run Report screen displays (Figure 43). 

 

Figure 43. Run Report Screen 

 

6. Enter the report title, header, and footer as appropriate. 

7. Select the report destination. 

8. Select the report format. 
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9. Select learner(s) on which to run the report. 

10. Select the External Training Request Status. 

11. Enter other desired criteria. 

12. Enter a date range. 

13. Select the desired Group By and Sort By options. 

14. Click Run Report to display the report in a separate browser 

window (Figure 44). 

 

Figure 44. External Request Tuition Report 

APPROVAL STATUS REPORT 

The Approvals Status Report describes the status of run-time 

approval processes in a given date range. It returns the details of 

approval processes as they currently exist in the SATERN system. 

To generate the report: 

1. Log in to the SATERN admin interface. 

2. Navigate to Reports in the top menu frame. 
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3. Search for the Approval Status Report. 

4. Click the Approval Status Report title.  

5. Enter all of the report details and criteria as necessary. 

6. Scroll to the bottom of the screen and locate the External 

Requests field (Figure 45). 

 

Figure 45. External Requests Search Field 

7. Click the External Requests Filter by Criteria icon. 

The Create External Requests Filter for Approvals Status 

screen displays (Figure 46). 

 

Figure 46. Create External Requests Filter for Approvals Status Screen 
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8. Enter search filter criteria. 

9. Click Search. 

10. Click the Select checkbox next to the external requests to 

search. 

11. Click Submit Selection. 

12. Click Submit Criteria. 

13. Click Run Report on the Run Approvals Status screen. 

The Approvals Status Report displays in a separate browser 

window (Figure 47). 

 

Figure 47. Approvals Status Report 


